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DEFINITIONS

Security Manual: A compilaf%qxg of emergency plans, designated a_dmini“stfative directives, security
bulletins, post orders, and transmittal meémoranda. This security:manual will be kept locally in
multi-volume binders and centrally in electronic formatin a secure drive.

Transmittal Memorandum: A sequentially-numbered memorandum designating specific changes in
the contents of the Department of Corrections’ Security Manual.

PROCEDURAL GUIDELINES

The Department of Corrections’ Director of Security Operations and Audits shall be responsible for
the overall management of the Department’s security program and operations. Locally, the Security




Facility Security Manual #403.03 - “A” Page 2 of 3 Effective October 29, 2007
and Operations Supervisor (SOS) shall be responsible for the management of the facility security
program and maintenance of the F acility Security Manual.

1. Manual Contents

a. Manual contents shall be organized and designated by specific volume numbers.
b. Each volume shall be subsequently subdivided by content-specific inclusions.
¢. Security Manual content shaj] only be viewed by staff authorized by the Superintendent.

2. Transmittal Memorandum '
Transmittal memorandum forms shall be filed in Volume I of the Security Manual in the

sequence in which they are issued. It is not necessary to include them in the chapter(s) affected
by their contents.

4. Local Procedures

a. The facility Superintendent wil] ensure that there is a local site procedure to indicate
specifically how the manuals will be kept secure and which staff will have access to them.

b. The facility Superintendent will ensure that there is a local site procedure to indicate how a

new transmittal memorandum for the Security Manual will be disseminated and to which
staff. (See Attachmeny | )

TRAINING

QUALITY ASSURANCE

The Facility Executive, in conjurﬁction with the Director of Security Operations and Audits, is
responsible for the quality assurance of the requirements of this directive.
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ATTACHMENT 1 - SAMPLE

SECURITY MANUAL

Transmittal Memorandum No.

Place the referenced Security Manual material in your | Date:
manual according to the instructions below.

Index # Title Effective Date

[] New Inclusion

1.

Supersedes:
2.

Supersedes:
3.

Supersedes:
4.

Supersedes:

[] Revised Inclusion

1.
Supersedes:

2.
Supersedes:

3.
Supersedes:

4.
Supersedes:

[0 Rescinded content

1.
Supersedes:

2.
Supersedes:

The following actions shall be taken to maintain your security manual:
1. Remove and shred all superseded policies/administrative directives from your Manual.
2. Place all new or revised content in sequence in your manual according to the Transmittal Memorandum.

3. Be sure you received the previous transmittal memorandum. If you didn’t, call the Director of Security
Operations and Audits.

4. Place this memorandum in front of Volume 1 of your Manual.
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